
RECORDING A SELF-RECORDABLE ITEM IN 
SATERN 

How to record a P/PM Self-recordable item in 
SATERN 
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RECORDING A SELF –RECORDABLE ITEM IN 
SATERN 

  In the Learner side of SATERN 
  Click on the Record Learning in the Easy Links menu 
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RECORDING A SELF –RECORDABLE ITEM IN 
SATERN 

  In the Keyword Field, type APPEL-PPM or copy 
and paste the title of the item you wish to record 
from P/PM Catalog. 

 Click “Next.” (After each screen you will click 
“Next.” ) 
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RECORDING A SELF –RECORDABLE ITEM IN 
SATERN 

 Click the “Select” Circle of the item you wish to 
record. 

 Click “Next.” 
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RECORDING A SELF –RECORDABLE ITEM IN 
SATERN 

  Under “Completion Status” select Completed for Credit. 
  Fill out required fields ( noted with red asterisk *) and all 

fields that you have information for.  If you do not have the 
information for a non-required field, leave it blank.    

5 

V
ersion

 3 - 11/2/12 



RECORDING A SELF –RECORDABLE ITEM IN 
SATERN 

  Be sure to follow the instructions for recording CPE hours.  These 
guidelines can be found in the item’s description and at the top of 
the page that prompts you to record CPEs. If you do not have the 
information for a non-required field, leave it blank.  
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RECORDING A SELF –RECORDABLE ITEM IN 
SATERN 
  If you have cost information, new external NASA 

course information (Title, Desc, Competency) or 
an explanation to be entered in the comments 
field enter it.  If not, click “Next.” 
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RECORDING A SELF –RECORDABLE ITEM IN SATERN 

 When you get to the Summary Page, review all 
the information that you entered for accuracy.  
Then Click “Finish” 
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RECORDING A SELF –RECORDABLE ITEM IN 
SATERN 

 When you get to the Success page, you will know 
that you have recorded the item and you can view 
it in your Learning History. 
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